WASHINGTON TOWNSHIP
GLOCESTER COUNTY

THE TOWNSHIP OF WASHINGTON SOCIAL MEDIA POLICY

Purpose

This policy sets forth guidelines for the establishment and use by the Township of Washington
(“Township”) of all social media sites (including but not limited to Facebook, Instagram, and
Twitter) as a means of conveying the Township of Washington-related information to its residents,
employees and visitors.

Scope

This policy shall apply to all Municipal agencies and departments as well as any affiliated
government or non-government agency or official permitted by the Township to post on Township
social media sites.

General Policy

1.

10.

11.

The establishment and use by any municipal department of the Township’s social media
sites are subject to approval by the Township Administrator or his/her designees. All
Township social media sites shall be administered by Washington Township’s Information
Technology (“IT”) staff or designated third party provider.

The Township social media sites should make clear that they are maintained by the
Township and that they follow this Social Media Policy.

Wherever possible, the Township social media sites should link back to the official
Township website for forms, documents, online services and other information necessary to
conduct business with Washington Township.

These guidelines must be displayed to users or made available by hyperlink.

The Township will approach the use of social media tools as consistently as possible,
enterprise wide.

The Township website at www.townshipnj.com will remain the Township’s primary and
predominant internet presence.

The Township social media sites and this Policy are subject to all applicable federal and NJ
laws and regulations, including the Open Public Records Act, as well as applicable record
retention requirements.

Any content maintained in a social media format that is related to the Township’s business,
including a list of subscribers, posted communication, and communication submitted for
posting, may be a public record subject to public disclosure.

Employees representing the Township’s government via its social media sites must conduct
themselves at all times as a representative of the Township and in accordance with all its
policies.

The purpose of the Township’s social media platforms is to disseminate information to
residents, taxpayers and the general public. No comments shall be permitted on social
media platforms maintained by the Township. Other methods of communication by
residents, taxpayers and the general public shall continue to be encouraged.

This Social Media Policy may be revised at any time.

Breach of Policy

1.

Breach of this Policy by any Township employee may result in disciplinary action up to and
including dismissal. Any evidence of such occurrence shall be immediately referred to the
Township Administrator for review and prompt corrective action if confirmed.

Disciplinary action may be taken regardless of whether the breach is committed during
working hours, and regardless of whether our equipment or facilities are used for the
purpose of committing the breach.

Any member of staff suspected of committing a breach of this policy will be required to
cooperate with our investigations, which may involve handing over relevant passwords and
login.

Staff may be required to remove internet postings which are deemed to constitute a breach
of Policy, as determined by the Township Administrator, subject to applicable archiving and
retention requirements.

Any Township social media site created, administered or maintained by a Township
employee or volunteer remains the property of the Township, including all the followers
and friends generated by the site. If the person who created the site leaves the employment
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of the Township, they must relinquish everything related to the site including user names
and passwords.

Terms of Use Disclosure (to be posted on all Township Social Media Sites)

A. Information Disclaimer

By visiting this site, you understand and agree that the Washington Township government site
is provided “AS IS”. Washington Township government makes every effort to provide accurate
and complete information on this website. The information contained herein is not official nor
in any way shall it be deemed to constitute legal notice where such legal notice is required by
law. The information contained in this site is provided as a service and convenience to people
needing information about the Township of Washington government. Portions of the
information on this site may be incorrect or not current. Township of Washington government,
its officers, employees or agents shall not be liable for damages or losses of any kind arising out
of or in connection with the use or performance of information, including but not limited to,
damages or losses caused by reliance upon the accuracy or timeliness of any such information,
or damages incurred from the viewing, distributing or copying of those materials.

B. Linking Policy

Links TO External Sites

The Township of Washington government site contains links to outside websites. These
websites are not owned, operated, controlled or reviewed by the Township of Washington
government. These links are provided solely as a courtesy and convenience to you, the visitor.
The Township of Washington government, its officers or employees, exercise no control over
the organizations, views, accuracy, copyright or trademark, compliance or the legality of the
material contained in these outside websites. The Township of Washington government, its
officers or employees, do not sponsor, endorse, or approve the information, content, proceeds,
materials, opinions or services contained on such outside websites. The visitor proceeds to
these outside websites at his/her own risk. The Township of Washington government
specifically disclaims any and all liability from damages, which may result from the accessing of
a third-party site, which is linked to the Township of Washington government website or from
reliance upon only such information.

C. Endorsement Disclaimer

Reference in this website to any specific commercial products, processes, or services, or the use
of any trade firm or corporation name is for the information and convenience of the public, and
does not constitute endorsement, recommendation, or favoring by the Township of Washington
government or its officers, employees or agents.

D. Copyright and Trademark Limitations

Township of Washington government makes no warranty that materials contained herein are
free of copyright or trademark claims or other restrictions or limitations on free use or display.
Making a copy of such material may be subject to copyright or trademark laws.

E. Use of Material from this Site

The Township of Washington government has made the content of these pages available to the
public and anyone may view, copy or distribute Township of Washington government
information found here without obligation to the Township of Washington government for non-
commercial, personal use only, unless otherwise stated on particular material or information to
which a restriction on free use may apply.

The design of this site, original graphics, and original content are all copyrighted by the
Township of Washington and may not be re-engineered, distributed, modified, transmitted, re-
used, reposted, or duplicated without the express written permission of the Township of
Washington in each instance. All requests to use any part of the original design, code, graphics
or content of this site should be made via e-mail to the Township Administrator.

F. Unauthorized Modifications

Unauthorized attempts to modify or otherwise alter any information or image stored on any
Township of Washington government website may result in criminal prosecution.
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